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instructions for 


Sorting, Reviewing, Verifying, Coding and Analyzing 
"Offers to Enter into Cotton Option Senefit or Behofit Contracts" 


General Instructions 


j Entries All notations and corrections made in Washington are to be 
in made in red, green, or purple; to distinguish them from 
Color notations made elsewhere. The preliminary examiners must 


use red ink; the comptometer operators, red pencil; the two 
sets of reviewing clerks, green ink; and the expert examiner's, 
purple ink. 


When Whenever an offer offer is removed for any reason, a pink 
Offer is slip (Form CR-8) shovid be inserted in its »lacc and the 
ft, Removed reason for removal checked thereon. 
4 
3 \ 
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Symbols To avoid confusion use symbols as follows: 


A check mark after sa figure (for example, 36 ) indicates 
that the copying or computation of the figure has been 
verified. 

An "X" mark at the left of an item in an offer (for example, 
KX 36) indicates that it is questionable. 

An "X" mark that has been cirched (for example, (X)36) indi- 


cates that a questionable item hus been examined and approved. 


Receiving 2. 


Clerk 
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MAILING SECTION 


Mail Section will separates out the envelopes or packages 
containing offers, or correspondence relating to the merits of 
offers forwarded, from all other correspondence and deliver same 
to proper State and County Unit. 

RECHIVING SECTION 
Before separating contents of envelopes or package or changing 
their order proceed as tollows: 
If a letter of transmittal is enclosed: 
Enter State and county identification code number at top of 
letter, if not already there. If otfers from more than one 
county are enclosed enter on the letter the names and identifi- 
cation eods numbers of each county. 
Check any statement cf enclosures against contents and write 
thereon cither "C" meaning contents correct, or mention any 
disagreement. 
If_letter is needed_in the review of the offers, attach Yellow 
Sneciel attention slip (Form CR 1) and forward together with all 
enclosures to numbering sectior.. Tnese papers are to be kept 
together until reecived by reviewers. If letter requested 
supplies make note of this fact and hand note to mailing section. 
If letter requires no further attention and is not needed in 


reviewing the "offers" separate it from offers and seni to files. 
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Receiving 7? If letter requires an answer, not relating to enclosed 
Clerk offers, and it is not needed in review of offers, separate 
Continued it from offers and send to correspondence section. 


8. Examine county name and county number on each contract to 
see that they are correct. If name of county is doubtful 
refer to your suvervisor. The county should bethat of the 
county agent forwarding the offer, except in cases where 
he is handling more than one county. 

Ge When county name or county code number is missing, stamp 
same on the offer and attached papers. (Ordinarily if 
the name of the county is not shown anywhere on the offer 
it is safe to assume the county is the same as that of 
others of the lot, particularly if the same town is mentioned 
in the body of the offer. If there is doubt refer to your 
supervisor). 

10. If offers are from more than one county, sort by counties 
and arrange or keen offers from each county in their numeri- 
cal order. 

ll. County lots should be supplied with backing and lat record 
Sshects, held by rubber bands or string, and passed on to 
the number clerkd 

Number 12. Verify county code number. 
Clerk 13. Make record of the county serial mumbers of offers received, 


supplying serial numbers when lecking. Record the receipt of 


wha 
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Number 13. 
(Contd. ) 
Clerk 
Contd. 
14. 
TON 
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offers, on the county record (Form CRe%) provided for 
that purpose by running a2 line through the proper 

serial numbers received and. by stamping, or writing, 
thereon the date of receipt. 

If two or more offers received at the same time have 

the same serial number, give each of them a new numbers. 
If received at diffcrent times give a new numbér to the 
last one only. 

Offer. numbers assigned in the division will begin Ath 
8001 for each county. i 
If new serial numbers are given, clerk should prepare a 
ee to the County Agent (Form CR-2) advising him con 
cerning such offers, giving new numbers, identifying them, 
in detail by name, etc. Those notices should be given to 
your supervisor for transmittal to the correspondence secs 
tion. 

These new numbers will be used thereafter in any-corresponds 
ence regarding that particular offer and contract. 
When serial mumbors are changed (but not when unnumbered~ofi 
fers are given numbers), « pink slip (Form CRe8) for-the-ola’ 
number should be prepared by the number elorieoqhen nena 
new number and the reason for the change, and ae ee 
shculd accompany the lot of offers, in order that a record - 
card may be made by the punching division for the offer capt 
file. In addition to recording receipt of such offer with, 
changed number on the 8000 sheet, also write the new numbe! 


next the old one in its original ofder. 
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Number 19. If an offer returned (to a County Agent for completion) is 
Clerk received the second time, note the second date of receipt in 
Contd. red opposite its number, on the county record of receipt 


offers. 

20. The offers, together with any correspondence, should now be 
ready for the preliminary examination section and should be 
arranged by States and countics on tables provided. If 
county lots are too bulky, put them into smaller lots, of 
about 200 offers. 

21. If eae ict is separated an additional backing sheet and lot 

record shall be prepared for each additional lot. 

22, Fach lot of offers shall be accompanied by a stout "lot record 
sheet", (Form CR-11) which shall show date of handling and on 
which shall be placed the number and initials of each person 
working on such lot of offers. 

23. Every few days the county record sheet should be scanned for 
missing numbers. A list of the missing numbers should then be 
sent to County Agent on special form provided (Form CR-4). A 
reeard of such notice should be entered on the county record 


sheet. 


Preliminary Examination Section: 


Examination 24. All entries made by Examination Clerk must be made in red ink. 
Clerk 25. Examine offer, , checking number and name and completeness 


of schedule, and sec that every blank is filled. If any item 
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Examination 25. appears questionable place an X in front of All.items to 
(Contd. ) 
Clerk call the matter to the attentiou of the reviewing clerk. 
Cont. Pay particular attention to following items: 
266 NAME The name at the top of the offer must be 


legible and it must be in reasonable agreement with the 
signature of the operator (Section 12), there must be no | 
doubt as to the identity of the two. However, J. C. 


Smith or "J. Clyde Smith" may be the usual and distin- 


. “ 


“Euishing speneenee: of an individual whose first name 
was correctly entered as "John". In case of a slight 
difference in spelling the signature, if legible, should 
rule and the correct spelling should be entered where 
the name is called for at the top of the offer. 
In case of any doubt as to the name, as entered, 

being correct, place an X opposite. 

27. When changes are made in the name on offer a notice 
(Form CR-12) shall be filled out for the County Agent. 
This notice should be given to your supervisor who will 
transmit it to the correspondence section. 

28. See that the scres of cotton reduced are stated the 
same in section 7 and 11 (1) or 11 (2), and is correct 
ly artered at top of offer. If this figure is given 
diffeorontly in the different sections, ths acres re- 
duced figure entered at the top, of the offer shall not 
exceed the smillest figure given in the body of the of~ 
for, fractions being droppede 

29. See that the estimated yield of cotton as stated in Sec~ 


tion 8 2nd 11 (1) or 11(2) are the seme and consistant 
with th. yicud>- 
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(Contd. ) 
Clerk. 
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shown in Section 2 for his cntire cotton acreage. See also that . 
fertilization reported under Section 8 is consistent that re- 
ported under Section-1. 
See that the figures for acres planted to cotton in 1930, acres: 
reduced in 1933, and yield per acre accepted, as stated in the 
body of the offer are correctly shown at the top. If not, in 
sert the correct figures of the offer. If fractions of acres 
are given for acres planted or reduced in 1933, out out the frace 
tion, (for example if 15% acres is offered change to 15). Never 
increase the acreage offered 2s it would make the offer unens ~ 
forcenble. 
If names of lien holders (other thon United States), are eee 
section 3 and hrve not been signed in Section 12, place X oppos- 
ite Section 12. Loca} committeeman should give the planting 
date, stand, weevil.infestation and condition of field. Total 
acres in cotton in 1933 should not exceed the total acres in 
crops, or in “the farm, as shown on page 3. If equal, the item 
should be marked X for attention of reviewer. Offer should be 
complete, 1.#., all blanks requiring answers filled out and all 
required Signatures affixed, including those-of applicant, 3 lo- 
cal and 2 county committeemen and the County Agent. 
Definite answers should be given under -. 

Section 1 (Stand and fertilization). 

Section 6 Indebtedness to United States. 


section 8 Fertilized or not *:.° when commonly used. 
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Examination 35. If election 1 is taken under section 11, indicate by Writing 

Clerk "O" in upper right margin opposite "cotton optioned", bales. 
If election 2 is taken write X, in a similar position, in 
margin. Applicant cannot elect to take both benefits 14 (1) 
ano, 2), 

64. Under section 2 of offer, underscore the 1932 acres of cotton 
grown and 1952 bales of cotton produced. 


See that the acreage reduced in 1933 shown at top. OL, obner, 


OH 
Ol 
e 


does not exceed 50% of acres planted. Some May be in error, 
because of entering acres remaining after subtracting the 
acres to be reduced from the total acres planted. Where this 
error is evident, the error should be corrected. 
Examining 56. If the "date of filing" has not been rocorded in the space 
Clerk provided near the top of the schedule, enter the date show 
in connection with the signature of the grower making the 
offer. 
57. Examine the ‘cash payment per acre” recorded under section 
Pane ore oy and sce if itis in agrecment with the 
estimated production of lint cotton per acre in adjoining 


blank space with the following rates of payment authorized. 
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(1) (2) 
Clerk Sash rentel Cash rentel 
Por Acre per acre 
Contd. Field per Acre without ontion | with option 
Pound s |. Dollars Dollars 
L00—#124 ie 6 
L25—145 =) 7 
8 


Examining 


1508174 Nake 

17 5224 14 10 
eo be 27 4 uy 11 
5 and ever £20 Le 


(Form OR.-1}) 
28, Eator on "ot Record Shoct"/used as form cover for Lot, 
your number antl initicls and at bottom of gheot enter the 
net 
avery nec freight of cotton ver Dalo in that county as shown 
in table cupplisd te youe 
39. Pass lot to computing clerk. 
Commuting Sections 
Computing AQ, Al entries by comptometcr cperetors must be made with 
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Al. Compute "Cash vayment" in dollars from the acres reduced 
in 1933 and tho accepted yield per acre, on basis of bene 
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fit cloctcas Sew the sbeve table showing the schedule of 


QO 


cash peyments por acrae If the comparison agrecs with 
the figure olrondy shorn, check the seme; if the computas 
tion differs from the figure showm the letter should be 
riled cut so that it remains perfectly legible ond your 
computed figure shvald be enterod. 
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. AGRICULTURAL ADJUSTMENT ADMINISTRATION 


ALP 
(Contd. ) 


For figures at top of offer (Cont.). 
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CONTRACT RECORDS UNIT 
WASHINGTON, D. Ce 
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cotton reduced in 1933 by cotton planted in 1933, and enter 
the result in the nearest whole per cent in the right margin 
opposite "acreage reduced in 1933", Fraction of acres must 
have been eliminated before computations were made. If the 
percentage computed here ends in .5 drop the fraction where 
the whole number ig even and increase the whole number by 
one where the whole number is odd. Thus 28.5 should be en~ 
bered as 28 and 29.5 as 30. 

Compute the estimated decrease in production by multiplying 
acreage reduced in 1933 by accepted yield per acre and 
dividing by 500. Enter the result in the right hand margin 
opposite the word pounds, showing same.in bales and thous- 


andths. Examples 10 acres X 137# - 2.740, 100 ccros x 2590 


Ay _ eC ne =A lien a : nia 
500 DOO 
00,000. Extreme c*re must be taken to avoid decimal errors 
indicate 


and to clearly/the position of the decimal place. 

Compute the yield of lint cotton per acre in 1932 by multi- 
plying the bales of cotton produced, as stated in paragraph . 
2, by the county avernge net weight per running bale, shown 
on lot cover and then dividing by the stated number of acres 
horvested. The result mst be given to the nearest "tens". 
of poundse Thus 1434 should be given as 14 and 147# as 15. 
It is necessary to drop one digit here on account of lack 
of space on punch-card. ‘Enter the 1932 yield as thus calcu» 
lated in the right margin. Extreme care must be taken to 
avoid errorse 

Your name and identifying codu number must be entered on the 
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REVIEWING DIVISION: 


Review 
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48. 
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AGRICULTURAL ADJUSTMENT ADMINISTRATION 
CONTRACI RECORDS UNIT 
WASHINGION, D. C. 


The above computations should now be verified by another sece — 
tion of computers and record made of same. 

The offers, together with attached correspondence, etc. 

should now be ready for review and should be filed by states 


and counties on tables. 


The review clerk is responsible for the approval or rejection 
of each offer. 

No offers are to be accepted unless they .re legally valid 

and permit the signing of a legal contract. 

No offer can be accepted if they: chor cviccnee of éttonpteds s 
fread or faisificdtione: 

No offer can be accepted if the rate of payment called for is 
above that offered in the instructions. 

All entries by review clerks must be made in green inke 

The review clerk is charged with reviewing and correcting the 
work of the examining and computing clerks who prepare the OLw 
fers for review, end should make such checks as may be neces~ 
sory to be sure that they are following instructions, making 
no errors in computations, and are correctly preparing the of~ 
fers for reviewe If mistakes are being mace, take matter up 
with your immedinte supervisore 

In round bale territory the location of which will be sup=’: % 
plied to reviewers, some offers may refer to round bales. 

Two round bales are considered as a square bale. All such 


cases should be taken up with your supervisor, 
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Review 
‘i 55. Obtain from your supervisor specisl snstructions for handling of~ 
Clerk : 
fers from Staple and Beyptie wn territory, the locetion of which 
Conte 
will be swonlied to reviewers. 
56. Sec that all blanks ore correctly filled in and | that no essen 
sb tiel information is lacking. Supply missing items at top of .0i~ 
fer, if possible, if nq already done. 
<¢ f6 
57. If essential facts or figures ere not stated : ond cannot be sup= 
plied from the body of the offer or if the offer is otherwise 
unacceptable, attach ‘green sli (Form CR+5) stating thereon the 
grounds for tentative ref Gaal of the offer. These essential 
items are as followss 
my See See first that tho wording of the offer hes 
, not besn altered in any monnote 
‘ae Legible and acceptable name as defined pre~ 
viously. 
Post Office address 
Location or reasonable identification of farme 
ceCe Le oe Acres of cotton planted, in 196. 
? Sec. 1&8 = Answers in respect to fertilizetion should be 
in agreement 
* 


sece 6 ~- Is crop subject to United 8ta ites lien. 
Bele Pt te kd Acres offered to be taken out of production, 


(4) or 11 (2) in 1933-6 


AGRICULTURAL ADSUSTINNT ADMINISTRATION 
CONTRACT RECORDS UNIT 
WASHINGTON, De C. 


Review 57. (continued) = 
Clerk Sco.nll (\) sorel. (2) 
Contd. " tate ory le 2) 


Weel leor: 1s 2) 


ome tiers) 
gt 
BB: 
Ht 12 
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Yield per acre expectede 

Basis of benefit elected. 

Amount of cash paymente 

Estimated production reducede 

Date of filing, as shown by date of signa- 
ture by applicant. If missing use date of 
Signature of local committeeman. 

Signature of operator or authorized persone 
Signature of local committee with required 
information regarding planting, date, stand, 
weevil and condition of ficld, in reasona- 
ble completeness, if in doubt consult 


Section Chicf. 


58. See if answers at top of offer are in agreement with those in 


body of offer, or, that any corrections made in those at top of 


offer are accurate and legible. 


59. See if cash nayment por acre in Section 11 is in agrecment with the 


yield per acre shown in Section 11 and the agrced upon rental 


corresponding to the yields for clected bonefite See that the 


cotton option requested, Sec. ll (2), is in substantial agreement 


with the computed production on the acreage of cotton proposed to 


be taken out of production. If the acreage accepted for reduction 


is less than that offered, the computed production will be 


correspondingly lcss. 


4. = 
7 io 
Ay’ ye 
p . ‘ 
oO é 
Ay 
; wP) 7 : 
SOP en Walger «ale B eetmiing My. Jams ee 
YARED Re Ram ee eran eee Oe kam 
fa * ae _ ee > * “ ‘ a 
or we. Oe by a 
‘ 2 re Ae aes Me ety ; D 7 
MD ee ee ee Po a aad ae ft FE Ae 
, ie: i rc ae 
7 *. 5 Hl P 5 
; cS Pe to eer ee CS 
‘i { ‘ z FAs ~<a 
. a 
oe A€ 
vs 
a or? 
’ Ns 7 5 ; 
. Ye 
é ' 
- ea, 7 a ae. ’ a a 4 
9! G . “ete wos ro _ ot Ses 
Ray . * | ee ae ‘ : my" hls » 
: pea er, f 4 . a ; 
w . ~ 7 * iad 
" » - 7 . y\ me fg . 
he , ; iat ae a 
i o- ‘ 7 = : 
ia - 
? = » * ap ae [rita Ba 
= * o> an Bs 
wee i) b > 
? F ta F ror - golly A Pe ae ee 
4 s ers 
: A 2 “~’ * - : : 
j “ 
q , ’ r 4 
exer teatl it ews : : . : “eq 
’ : i a 3 ." - ~ Dig Pea: Phew 
~ F ,. ° “e , 
4 ae} Hee Ie 4 ‘ wie oa 
r% 4 4 ‘ 4 
" 2 4 be at. 77 MiGr2)*y ie 324 baa ye 
f « Lo 7 ” = xs 5 Sy hs ig tet a . At a 
¢ “-« rs J b “ ? nN i. : . af 
‘ . w # ‘ 
“a 4. gf a Pe t Pio . bd Ba Pri tag” 
c . a} + , 4 
ipl : ® ce 
Roe aoa ‘ oe fp Bs : 
5 ‘ 
\ e ~ - f - 
. = > z ; 
i - ‘we = > me | dy ee 
~ = t & + 
: eu g i ‘ = y Fa 
: Pals Soa Se ‘ ‘ - ; sae ’ 
‘ 
Ps ay 4 By . a * . . “ ry . 
e: ioe ae ry fais + 
- x ~ ‘ = ; 
= - a4 ee 
: x Ké _ 
_ > X : e a mo A ete A 
. * = 2 : My S 7 
Mo ow - 
& , » - Y wi oe 
a oa ' i 
i Dt he a 2 
- > s eee v * 
> ia q be ve 
+. ye pe = Le a, y ee 
ye - ee ocaete 
be Ge ees fad ae rt SPs Fie : i 
eae TS . . Ph a 4 ~ tee i “SPS =e ae ob . 
Sites <0) 0 Ce oie 
if 7 aS 
Pike ww cr Meh se | a : - ; Lt 
$ he Pe ad Oe peed o No a : . “~4 ‘ 4 gon Ya’ 
on a iia te Vw : ie eos 5 ce road © eT ER ae ? 
+; ag mh. > 
q ’ bs j 
%-y be 
ze us F iT ie. 36shre " , es 
i 4 ; ¢ ns 
oF abs . $ ie 
os 
i 
| 
1 
j 
My ot ' , 
’ ' ty 
, +" , ey y 
i 
is Ps fe i ae ons ’ 
: a [a wt @ * 
aN y Sant a 
A = 
y PLwe - au oa 2 


sie a 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


CONTRACT RECORDS UNIT 
WASHINGTON, D. C. 


a ltt en = 
Review 60. Verify total cash payment from table as furnished (Form OR-6). 
Do not deduct debt to the United States, Section 6. 
Clerk 
i> 61. Where offers for acreage reduction fall outside of the limits 
Contd. of 25 to 50 per cent of the total cotton acreage as set in 
"Instructions to field workers, Section 16", the offers that 
fall below 25 per cent shall, if satisfactory in other re-~ 
spects, be passed subject to final determination of percent- 
age limits to be accepted. If above 50 per cent, and in ex-— 
cess of 10 acres, reduce to 50 per cent. If below 10 acres, 
se and above 50 per cent by only a fraction of an acre, accept 
them. 
62. Reduction in bales is computed by multiplying the accepted 
rounded acres reduced in 1933 by yield per acre accepted, 
dividing by 500, and expressing the result in bales and 


thousandths. 
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AGRICULTURAL ADJUSTMENT ADMINISTRATION 
CONTRACT RECORDS UNIT 
WASHINGTON, D. C. 
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REVIEWING DIVISION ~ Continued 


Review 63. See if there are liens on the cron (an) indebtedness 
Clerk to the United States, compare names of lien holders with 


releases of liens (Sec. 12) and place the proper code in 
the right margin of offer opposite Sec. 3, according to 


the combination shown in the following Table. 


CODE FOR LIENS AND GOVERNMENT 
INDEBTEDNESS 


Liens, other than Restrictions on the Government indebtedness 


government indebtedness : settlement (See para- (Sec. 6) and code 
(Sec. 3 and 12) : : 


greph added ~ Section None : Yes 
: ie : : 
None ; None ; fe) 5 
_ Indicated, all released ~ ; None : yh 6 
Indicated, all released ; Joint check to be drawn 2 i 
Indicated, not all released ; None : ; g 
Indicated, not all released : Joint check to be drawn ; 4 : 9 


ea a eee ee id 
—— am 


64. See that the expected (tentatively accepted) yield per acre 
$s reasonable. This yield is to be questioned if a single 
offer is very extreme or if a series of offers give yields 
that appear unreasonably high. Compare tentatively accep- 
ted yield with average yield in the county for each of the 

a : 


last five years and with the five-year average yield 


(Form CR~7). 
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Clerk 


Contd. 


65. 


66. 


67. 


cole 1 Sara 


AGRICULTURAL ADJUSTMENT ADMINISTRATION 
CONTRACT RECORDS UNIT 
WASHINGTON, D. C. 


enna: 


Consider the total acres in the farm and the total acres in 
crops to see that the acres in cotton and acres reduced are 
Pe eatin Regard must be had to the usual farm practice 
in the locality. In certain sections, cotton acres will in 
act make up most, if not all of the crop acres. Acres 
"in cultivated crops" may include two crops on the same 
land in the same year. 
In considering yield, where 1933 expected yield appears to 
be excessive, it should be compared with that reported for 
1932 on the offer being considered, taking into account 
this year's planting date, stand, amount of fertilizer 
used, weevil infestation and conlition of field. 
A record of your recommendation, i. e., "approved" or "not 
approved" must be made on each offer in the space provided. 
A copy of stamp which will be provided for this purpose follows: 


:Arrpoved: Not 
_ Approved 


First reviewer 


Second reviewer: 
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Roview 68. Acceptable offers involving payment.of benefits of $500 or more 
Clerk in cash (for election 1) or 15 bales or more of cotton (for 


Contde election 2) should be referred to your supervisor for handling 


as follows: 


b 3 
‘pat ; 
$1 ,000-$1 , 499 :30.000-44.999 nt eet Examiner 
$1,500 and over 145.000 bales & over iChief Expert Examing 
In case the benefits must be approved by the export examiners 
attach Form CR-14. 

69. Pass the entire group of offers for second reviews When the simi-~ 

; : lar second independent review is finished, offers acceptable to 
. both reviewers will be passed on to the punching section accom 
panied by a pink slip (Form CR-8) for each unacceptable offer. 

70. Offers unacceptable to either or both of the reviewers will be 
referred to thc expert examining section, separated into those 
unacceptable to one reviewer and those unacceptable to bothe 

oF 71. If there is reason to believe that a large proportion of the 
I}. offers in any lot are fraudulent or show an unreasonably high 
2% 


accepted yield per acre or are otherwise irregular, attach spe- 
cial attention slip (Form Ck-9) and send the whole lot to expert 
examining section for considcratione 

72. In case a lot includes a number of offers that have beon approved 
by tho State Director of Extension but which seem questionable 


attach Special Attention Slip (Form CR-9). 


oh ll in cei, dicen yin eligi 


: Geert : - are FS. : ye a ae ene 
i: 8 rs Cui | vy - tt 722 6 Lo , 6s fd as DARED 199) “ine 
eet Her est o>: telywniys « * featales se aistete fs te 


et nS : te - Aas i 4 a! ed aes Pi 
. 4 i ; ‘ . ’ 
; ul aR S cond OY oh? 


‘ 


Bes aire 7 a ee ‘ a AES, i. ood CL CED Ty fi 


* « : : 
a r . F re bs £ é tt Ae 
wie Metts aAleacwti cance os aD tea sey Etoie Bean 
he ie wad Me ywens SOE? C258 AOL Penden Zade , 
S : 4 ; : a ' 


en =. € toe ata Ft: 


‘ 7 ' a coe See ans 
i ii ; Py dane ai mitielsen iis mt oo) ach RFE R Ae fis 14 
. ees ow * < * Me , a” ' 


a ia ae 


ry A is zt 4 : ‘ 5 sa pad 2 
= Ms eiohot Bae avd 4 or.) eee Sh ww ene & pbinl ond ote ‘ Meno wh, 


lady De ate heey bed Ca) PM an ye delliee ‘ 


rh . > vo& Ae r% 
¢ Co ee eal Le? 
ag set i 
4 rs ae +. a * + es - 
mA o ry ays a =) ab Cae at ty bran ny 


——— 


er 


— He 


AGRICULTURAL ADJUSTMENT ADMINISTRATION 
CONTRACT RECORDS UIT 
WASHINGTON, D. Ce 


bxpert Examining Section: 


Expert 736 
Eyaminer 
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Examine offers not approved by the reviewing clerks, giving 
particular attention to those where the two reviewing clerks 
are in disagreement. Your recommendation must be entered in 
the blank provided at the top of offer. Where the two review- 
ing clerks are in disagreemont, you must not only make your 
recommendation, but also give your reasons on the attached green 
Slip (Form CR-5). 

All offers accepted by the export examiner shall be reviewed by 
the Chiof of the Final Examing Section. special attention should 
be given by him to any offer that was unacceptable to both of the 
original reviewers. Accepted offers shall be passed on to the 
punching division. Offers finally found unacccptable will be 
stamped unacceptable, to be filed with accompanying green slips 
in the files of rejected offerse 

A notice (Form CR-15) in duplicate (carbon copy) shall be pre~ 
pared, giving the serial number of offers found unacceptable, 
with the name and address of the applicant, md the reasons for 
rejection of each offer. These notices should be forwarded to 
the correspondence section, which will send the Original to the 
County Agent and the carbon copy to the applicant. In case the 
rejection is not due to attempted fraud or other improper act, it 
may be possible for the grower to make a now offer, if he desires. 


The expert examiner must also inspect all offers acceptable to 


the reviewing clerks where the cash payment (for election 1) or 
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option payments (for election 2) fall within certain linits as 
defined in Sece 68 of these instructions. The Chief of the 
Sxpert Examining Section must pass on the cash payments of 
$1,500 or more (for election 1) and 45.000 bales or more of 


Option cottone 
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SUPPLEMENTAL INSTRUCTIONS 


RODSITE We Reviewing, Verifying, Coding and Analyzing 


awed 


naeeens: to Enter into Cotton Option—-Benefit or Benefit Contracts". 


Supplemental Instruction 1 
Refer to paragraph 34, page 8. After the first sentence insert: 


Tf a lien holder's signature appears in Section 12 of the Offer, but has not 
been witnessed, place an X to the left of the space provided for the signature 
of the witness. 


supplemental Instruction 2 


Refer to paragrapn 68, page 16. Where lien holder has signed under 
section 12 of the Offer, but his signeture has not been witnessed, the code on 
the right-hend margin of Section 3 of the Offer should be given as lien indicated, 
not all released, and should be coded 3, 4, 8, or 9, depending unon whether or 
joint check has been requested and woon whether or not there is indobted- 
ness. to the United States, 

Where a private lien holder is not indicuted under Section 3 of the Offer 
but an interested party hes signed ir Section 12, the code for indebtedness should 


be given as lien indicated. The exact code will depend upon whether or not the 


Signature of the interested party has been witnessed (as outlined in the paragraph 
just given), whether or not a joint check hes been requestcd and upon whether or 


not there is indebtedness to the United States 
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U. 8. Department of Agriculture 
-O* AGRICULTURAL ADJUSTMENT ADMINISTRATION : 
AP CONTRACT RECORDS UNIT 


WASHINGTON, D. Ce 


July 8, 1933 


SUPPLEMENTAL INSTRUCTIONS 


for Sorting, Reviewing, Verifying, Coding and Analyzing 


"Offers to Enter into Cotton Option-Benefit or Benefit Contracts", 


supplemental Instruction. 3 


Strike out the third sentence and 
insert the following: The figure for yield per acre accepted, which should 


be entered at the top of the Offer, should be taken from Section 8 or from 


Section 11 (1) or Section 11 (2). If the figures in these two sections 


differ, be sure to enter the smaller figure at the top of the Offer. 
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SUPPLEMENTAL INSTRUCTIONS 


for Sorting, Reviewing, Verifying, Coding and Analyzing 
NOffers to Enter into Cotton Option-Benefit or Benefit Contracts" 


ee es ree er ee 
Supplemental Instruction 4 

Strike out Paragraph 29, Page 6. 

Refer to Paragraph 60, pages 13-14. This paragraph is herewith modified so 
that those offers which do not have: 

(a) the signature of the inspecting member or other members of the local 
committee, 

(pb) the signature of the county agent or other members of the county 
committee, 
or which contain carbon signatures of: 

(a) the producer, 

(b) the inspecting member or of other members of the local committee, 

(c) the county agent or of other members of the county committee, 

(d) of lien holders and/or of others having an interest in the crop,. 
shall be accented provided that they are correct in other major details, 

You will note that the signature of the producer is required either in origi- 
nal or carbon. If the signatures of lien holders or other interested parties and 
the witnesses thereto are in carbon, you must enter code on such offers as "Liens 
indicated, not all released", 

ZeuRe FHTTHT, 


Principal Administrative Officer 
in Charge, Contract Records Unit. 
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for Sorting, Reviewing, Verifying, Cqding and eae ee i. 

"offers to Enter into Cotton Option—Benefit or enefit-Gontracts™ 
ee nl 


Supplemental Instruction 9 


. General Instructions for Examination Glerks, Computers, Reviewers and Experts 


Where the producer--- 

(a) Has requested option cotton in an amount less by a fraction of a bale than 
his estimated reduction of production, 

(b) Has asked for a cash payment at a rate per acre smaller than that to which 
he would be entitled according to the lower average yield per acre shown in Section 
8 or seetion 115 and 

(c) Has submitted an offer for a definite mumber of acres at a stated compen~ 
sation per acre according to the schedule of rates, but has made an extension for a 
sum in lesser amount than he would be entitled to. 

In regard to each of these, (a), (b), and (c), the producer should receive the 
compensation to which he is entitled. Thus, if an offer appears to be in order with 
these exceptions, the cash payment, and the estimated reduction in production will 
be computed correctly and entered at the top of the offer. For example: 

(a) If a producer asked for only 2 bales of option cotton but is entitled to 
21/10 bales, then he should receive 2.100 bales. 

, (>) If a producer has an accepted yicld of 160 pounds por acre and elects 
compensation under rates for 11 (1), and offers his acreage at $9 per acre, he 
should receive the rate of $11 per acre to which he is entitled. 

(c) If a producer cffers 7 acres at a rate of compensation of $17 per acre 
and enters a total of $109, he should receive the $119 to which he is entitled. 

Where the »roducer has asked for a larger cash payment or a larger emount of 
option cotton than provided for in the schedule of payments, such offers should have 
entered at the top of the offer the correctly computed amount. 
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SUPPLEMENTAL INSTRUCTIONS 


For Sorting, Reviewing, Verifying, Coding and Analyzing 
“Offers to Enter into Cotton Option-Benefit or Renefit Contracts” 


Supplementul Instruction 6 


For REVIEV ERS 


ee 


Refer to Paragraphs 6%, 64 and 65, page ye The following procedure 
in regard to computations will be followed by the reviewers. ‘ihe first 
review section will verify the cash payment from their form CRO, will 
verify the percentage reduction in acreage by inspection only, will canpute 
the reduction in producticn in bales and thousands and will inspect the 19%2 
figures for yield per acre. The second review sections are no longer required 
to make any of these computations but should make an inspection of all figures 
to see if they are approximately correct. This change in procedure follows 
fron the fact that the canputations are first made hy the canptometer 


operators, ¥ill be checked for accuracy by the first reviewers, anc will be 


subjected to final proof by the tabulating machine multipliers. 
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SUPPLEMENTAL INSTRUCTIONS 


For Sorting, Reviewing, Verifying, Coding a: ad J 
"Offers to Enter into Cotton Ootion-Bunefit or Benefit Gonrracts----- 


ge aA mts A et tt a eter ae 
Supplemental Instruction 7 


In changing the name of the producer as it appears on the front of “the ofler sso 
agree with the signature, it is not necessary to change the first or middle names to 
the initiels or abbreviations, or the initials or aloreviations to the full firs. oF 
midéle name. Do not change wee name on the front of the offer unless you are certain 
as to its incorrectness. If the signature is poorly written, it will be Cli licust, 00 


as) 


determine that the name on ne front is incorrect. In such instances the name 
should not be changed. If the identity of the signature anc. the name of the pro- 
ducer are in ovestion, that is, the last name is not the same, or the difference 
in the signature ond the name on the front of the offer is such that there 15 a 
question of their being the some individwal, the name on the front of tne offer 
shoule not be changed. In such cases the offer cannot be approved. 


9 


Supplemental Tustruction 8 


Rey MOGs gud Qube Bees special ¢ eSEenes Hers) of the Expert Examination 1 Section. For 


Form CR-9 is to be placed on the outside cover of the lot and the form checked 
inmctcavine thet the Lot of offers is being questioned because of high yields. 


The lot is to be handled by the Preliminary Exeminaticn clerk, the Computer 
and the Reviewcrs in the same manner as any other lot of offers, except that the 
Reviewer will proceed as follows: 


The work of the Preliminary Exaninetich clerk and thc Computer will be review- 
ed in the same manner as with all other lots. All offers of tho lot should be coded 
as to lions, joint check end sovernment indebtedness. All offers should be care- 
fully reviewed as to all items except yield. If an offer is not approved it should 
be initialed and Forms CR-d and CR-d prepared and attached as usual. Such offers 
as are not approved in such a questioned oe hovever, should not be removed by the 
second Reviewer. 


) 
ty 


The Reviewer should write on Form CR-9 (attached. to lot), "This lot of offers, 
sxcept those offers initialed as not approved, have been reviewed and approved as 
acceotable in all respects except yield" Thais statement should be followed by the 
name of thc Reviewer. The offors, if EO orentcd for overything except yield, should 


be initialed as avnproved. 


This procedure is ‘to be followed only when the entire lot is in question 
becouse of high yields. Indivicual offers "not approved." because of yield will be 
handled the same as any other offer which is not approved. Where an entire lot is 
questioned for other reasons, the procedure should be similar to that described 
abovee 
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SUPPLEMENTAL INSTRUCTIONS 


for Sorting, Reviewing, Verifying, Coding ana Analyzing 
NOffers to Entor into Cotton Ontion-Bonefit or Benefit Contracts” 
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Supplomental Instruction 9 


Form CR-11, Lot Record, should be cerefully filled out by cach 
clerk handling the lot. The Lot Record should show the shift, the 
section number, anc the namc of caca clerk hendling the lot. The 
8.00 A.M. to 3.30 P.M. shift should be indicated by the letter 

or Day Shift, the 4.00.P.M. to 11,30 P.M, by the letter "N" Zor 
Wight Shift, and the 12.00 M. to 7.30 A.M. shift by the letter "M? 
for Midnight shift. The Lot Record should snow the date of handling 
and should be checked to indicate that all necossary forms have been 
prepered. 


Following is an oxample of a correct entry on Form CR-1l: 


PIG / 35 Revicwed by N-2 R. B. Jones cR-5, 8 
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Supplemental Instruction 10 


for REVIEWERS 


Refer to Paragraphs 67 and 68, pages 15 and 16. 


Liens are indicated: 


(1) If shown under Section 3. 

2) If the names of interested parties are signed und: Section le. 

3) If names are shown in the spaces provided for witnesses under Section 
lg, eg one ~ i , and no names of"Interested 
parties! are shown. 

(4) If there is a request for a joint check, even though there is no other 
evidence of a lien or interested party. 
(5) If private lien is indicated wnder Section 6, or 
(6) If there is any other indication of an interested party. 
Liens are all released only when all of the three following are complied with: 


2 ore Lun 
(1) When the signatures of all lien holders or other interested parties 
appear under Section le, and 
(2) When each o* these signatures is witnessed by at least one witness, and 
(2) When the signatures of all lien holders or other interested parties, 
and those of the witnesses are original signatures (pen or pencil, not carbon). 


-* 


Joint checks are to be drawn when: 
(1) Definitely requested cven though there is no other evidence of a lien 
holder. 
(2) Joint checks are to be drawn when not requested: 


‘ (a) If two or more names appear as the producer, either on the front 
of bhe offer or in the space provided under Section 12 for the signature of the 
producer. (If no liens ere indicated, code such offers as "liens indicated, all 
released", See Paragraph 68, page 16 of Instructions.) 

(b) If there is a tenant-londlord arrangement, the lendlord appearing 
as the producer and the tenant as the lien holder or interested party, or Vice 
versa, provided that the interest of the tenant (or landlord) has not been waived, 
(Code as "liens indicated, not all relensca",) The interest cL the ‘enant (or 
landlord) has been waived if his signature appears as an intorested party under 
Section 12 and this signature is properly witnessed. 
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Principal Administrative Officer 
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; Analyzing "Offers to Enter into Cotton Option-Benefit or 


Benefit Contracts" ee eee 
Supplemental Instruction 1 


for REVIEWERS 


Re: Supplemental Copies, Supstitute Offers, or Duplicate Offers. 
Offers should be turned over to the Expert Examination Section if 
marked "Supplemental", "Ccpy", "Duplicate", "Substitute", "Second Offer" or 
if they bear some indication that they represent an Wereeseiia the acreage 

offered, chenge of yield, or other modification, or if there is evidence 
that such en offer may be a copy or duplicate of one previously submitted. 

Any such offers received should be removed by the numbering Clerk 
and placed in special lots marked "Supplemental Offers” and turned over to 
the Expert Bxemination Section. Such en offer will usually bear the same 
serial number as that of the original offer received and in such instances 
no new number need be assigned. 

If such en offer is found in a lot which has left the Receiving Section 
it should be removed by the Second Reviewer. Such offers should be ini- 
tialed by the Reviewers as "approved" if satisfactory in other respects. 
Forms CR-14 and CR-8 should be prepared and attached by the First Reviewer. 
Form CR-14 should be marked "Supplemental Offer", or other appropriate 
notation. Form CR-8 should be given a disposition code of 8. 


The Expert Examination Section should hold such offers ina special 


A 


* 


i  ) 


ve es 
file pending a decision as to their final disposition. 

Duplicate Offers.---If duplicate offers are received under the same 
cover, the numbering clerk should clip the duplicate and the original 
offers together with a note that such offers are Cuplicates. No entries 
or computations are necessary except on the original offer. Such duplicate 
offers, or any other offers suspected of being cuplications, should be 
called to the attention of the Supervisor of the Reviewing Sections. The 
Supervisor should compare the suspected duplicates end if he is convinced 
that such offers are duplicates, he should permit the original to remain 
in the lot and should remove the copy and send it to the Expert Examination 
Section. Across the top of the copy, above his signature, the Supervisor 
should write "This is a duplicate of offer No. , which offer 
remains in Lot of this county". If the copy or duplicate offer 
bears a serial number fifferent from that of the original, then Form CR-8 
Should be left in its place; if the duplicate and the original have 
identical serial numbers, then no Form CR-8 need be prepared. In either 
instance, however, Form CR-5 should be prepared and attached to the 
duplicate offer, 

Divided or Split Offers.---(Refer to Memorandum No. 8 for Super- 
visors and Assistant Supervisors ~- July 11, 1933.) Supplemental offers 
made in this office are to be left in the lot with the parent offer. The 
parent offer and the supplemental offers should each be initialed as 
"approved" (or "not approved") and each supplemental offer should be 


given the same lien code as the parent offer. 
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